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NOTE:
Each jurisdiction must self-evaluate their program to ensure it meets the needs of each standard. This guide was designed to help the jurisdiction with the Emergency Management Accreditation Program (EMAP) self-assessment process. It takes numerous documents to prove compliancy for each standard. This is only a guide, examples of documents that MAY help a jurisdiction prepare for an EMAP assessment. The documents listed below are a combination of types of documents. The lists of documents do NOT guarantee a jurisdiction will be ready for an EMAP assessment or compliancy. 
	3.1: Program Administration, Plans and Evaluation

	3.1.1 The jurisdiction has a documented program that includes an executive policy or vision statement for emergency management, a multi-year strategic plan, developed in coordination with program stakeholders that defines the mission, goals, objectives, and milestones for the emergency management program and includes a method for implementation.

Types of documentation to review:
Program mission statement
Strategic Plan

Regulation/Ordinance
Legislation/Executive Orders/Revised Statutes
Budget documentation with mission, goals, objectives and milestones
Advisory/Preparedness/ Local Emergency Preparedness Committee - meetings, minutes and process
Emergency Management Response and Recovery Plan
Strategic Plan and Performance Report
Pandemic Influenza Operations Plan                    

Secure Communications Interoperability Protocol Executive Summary

	3.1.2 The jurisdiction has a documented method and schedule for program evaluation, maintenance and revision for elements contained in Chapter 3 and Chapter 4 and shall conduct an evaluation of the objectives consistent with the jurisdiction’s policy.

Types of documentation to review:

Capability Assessment for Readiness (CAR)
Program’s method and schedule documentation
Strategic Plan
Executive Order/Revised Statutes
Homeland Security Exercise and Evaluation Program (HSEEP)

     (Caution for any documents referenced from a Federal Program because of change in trends and policies in the Emergency Management field)
Program Committee minutes and agendas
Emergency Management Response and Recovery Plan
Health Services - Healthcare Preparedness Program Reports
Exercise Reports
Strategic Plan & Performance Reports


	3.2: Program Coordination

	3.2.1 There shall be a designated emergency management agency, department, or office established for the jurisdiction empowered with the authority to administer the program on behalf of the jurisdiction.

Types of documentation to review:

State Law/Emergency Management Code/Revised Statutes

Court Order/Municipal Code

Local appointment by Governor/Chief Official/Executive
Budget Documents (Line Item) 
Organizational Chart
Emergency Management Response and Recovery Plan
Government Executive Orders or Proclamations

	3.2.2 There is a designated individual empowered with the authority to execute the program on behalf of the jurisdiction.

Types of documentation to review:
State Law/Emergency Management Code

Revised Statutes

Court Order/Municipal Code

Local appointment by governor/Chief Official/Executive

Budget Documents (Line Item) 

Organizational Chart
Applicant Agent Letter (If applicable)

Emergency Management Response and Recovery Plan


	3.3: Advisory Committee 

	3.3.1 There shall be a documented, ongoing process for utilizing one or more committees that provides for coordinated input by program stakeholders in the preparation, implementation, evaluation and revision of the program.

Types of documentation to review:
Emergency Response Commission Executive Orders and Bylaws
Keystone Coordinators/Advisory Committees
Meetings and minutes from resolution governing body or advisory committee

Local Emergency Preparedness Committee
Multiple committees could represent program, if coordination is documented
Planning updates and review – connection with stakeholders

Emergency Management Response and Recovery Plan
Revised Statutes

Emergency Management Planning Oversight Committee Minutes and Agendas
Emergency Management Response and Recovery Plan Meetings


	3.3.2 The advisory committee(s) shall meet with a frequency determined by the program sufficient to provide for regular program input. 

Types of documentation to review:
Advisory Committee meeting minutes and agendas
Emergency Management Response and Recovery Plan


	4.1: Administration and Finance

	4.1.1 The program shall develop financial procedures to support the emergency management program before, during and after an emergency or disaster. 

Tracking of funds and expenditures enabled by policy/law

Day to day procedures as well as disaster procedures, policies, rules, etc
Administrative Orders/Codes, Revised Statutes, Directives
Grant requirements by other organizations
Close-out Reports, Audit Reports, Spreadsheets

Laws, Rules, and Regulations – Local/State Statutory Requirements 
Disaster Recovery Guidebook/Plan/Procedures


	4.2: Laws and Authorities

	4.2.1 The emergency management program shall comply with applicable legislation, regulations, directives and policies.  Legal authorities provide flexibility and responsiveness to execute emergency management activities in disaster and non-emergency situations.  The emergency management program and the program’s responsibilities are established in state and local law.  Legal provisions identify the fundamental authorities for the program, planning funding mechanisms and continuity of government.  

Types of documentation to review:
Township Bylaws, Laws, Authorities
Revised Statutes

Local Emergency Preparedness Committee Regulations/Rules

Emergency Management Laws

Include others - Public Health, Agriculture, Environment, HazMat, Law Enforcement, etc

Succession of Authority (Continuity of Government)
Emergency Management Response and Recovery Plan
Pandemic Influenza Operations Plan
Health Services Emergency Response Plan
State/Local Constitution
Senate Bills


	4.2.2 The program has established and maintains a process for identifying and addressing proposed legislative and regulatory changes. 

Types of documentation to review:
Laws
Legislative Liaison Procedures
County Commission/Congressional from Governor, House or Senate

Policy on directing comments to legislators

Assigned duties for staff – established in description/expectation of job (Research/Monitoring)

Issues Identification (Strategic Plan, Local Emergency Preparedness Committee, Advisory Committees)
Demonstration for pushing forward legislative package
Lobbying Groups 
State/Local Constitution
Revised Statutes

Senate Bills 

Rule Making Manual               

Directory Rules                                 

Idea Bill Law 


	4.3: Hazard Identification, Risk Assessment and Consequence Analysis

	4.3.1 The program shall identify the natural and human-caused hazard that potentially impacts the jurisdiction using a broad range of sources.  The program shall assess the risk and vulnerability of people, property, the environment, and the program/entity operations from these hazards.  

Types of documentation to review:
Risk Assessments
Hazards Studies

Evacuation Studies 

Mobilization Plans

Stakeholder Plans/Documents (Health, NWS, etc)

Flood Mapping 

Hazards Matrix 

Land Use Plans
Health Services Public Health Response Plan for Bioterrorism
Pandemic Influenza Operations Plan
BioWatch Plan
Human-Caused Mitigation Plan
Multi-Hazard Mitigation Plan (Natural Hazards)
Tribe Plan Progress

	4.3.2: The program shall conduct a consequence analysis for the hazards identified in 4.3.1 to consider the impact on the public; responders; continuity of operations including continued delivery of services; property, facilities and infrastructure; the environment; the economic condition of the jurisdiction and public confidence in the jurisdiction’s governance. 

Types of documentation to review:
Needs Assessment, Threat Analysis, Risk Assessments

Hazards Studies

Evacuation Studies 

Mobilization Plans

Stakeholder Plans/Documents (Health, NWS, etc)

Flood Mapping 

Hazards Matrix
Land Use Plans

Public/Exit Surveys on the Program
Articles/News Correspondence 

Behavioral Analysis from Hazard Studies

Local Emergency Preparedness Committee – Survey how things went 
Economic Impact Studies (Economic Impact Board) 

Chamber of Commerce
Pandemic Influenza Operations Plan
Best Practices 
Commodity Flows – border to border transport of HAZMATs
Customer Satisfaction Survey Results
Acquisitions
Human-Caused Mitigation Plan
Multi-Hazard Mitigation Plan (Natural Hazards)


	4.4: Hazard Mitigation

	4.4.1 The jurisdiction shall develop and implement a mitigation program to eliminate hazards or mitigate the effects of hazards that cannot be reasonably prevented.  The program participates in federal, state/territorial, tribal and local mitigation programs.  The program identifies ongoing mitigation opportunities and tracks repetitive loss.  The program implements mitigation projects according to a plan that set priorities based upon loss reduction.  The mitigation process encourages public/private partnerships.   

Types of documentation to review:
Cost Benefit Analysis

Encourage public/private partnership – meetings, sign in sheets
DMA 2000 is not the only piece to be looked at with this standard – you have to have additional information on all hazards identified

Critical Infrastructure Plans 

Repetitive Flood Loss Plan

Involvement in Hazard Mitigation Grant Program
Pre-Disaster Mitigation 

Grant Guidance – Annual Guidance 

Buffer Zone Protection Program
Radiological Emergency Program
Grant Application – Investment Strategy – Homeland Security

Human-Caused Mitigation Plan
Multi-Hazard Mitigation Plan (Natural Hazards)

	4.4.2 
The mitigation program provides technical assistance consistent with the scope of the program such as implementing building codes, fire codes, and land-use ordinances.

Types of documentation to review:
State Fire Marshal

Land Use Codes (Jurisdictional)

Committees – HAZMIT – Code Enforcement Officers 

Metropolitan Planning Commissions 

State/Federal Environmental Protection Agency
Public Health/Environmental

State/Local Building Officials

Homeowners Associations/Deeds/Covenants 
Human-Caused/Natural Hazard Mitigation Plan


	4.4.3 The mitigation plan shall be based on the natural and human-caused hazards identified by the jurisdiction and the risk and consequences of those hazards.  The mitigation plan for the jurisdiction shall establish interim and long-term strategies, goals and objectives, program and actions to reduce vulnerability to the hazards identified including a cost-benefit analysis.  The plan ranks projects based upon the greatest opportunity for loss reduction and documents how specific mitigation actions contribute to overall risk reduction.  The plan addresses an education and outreach strategy.  
Types of documentation to review:
Previous lists for the standards above (4.4) contain items for this standard 
DMA 2000
Human-Caused Mitigation Plan
Multi-Hazard Mitigation Plan (Natural Hazards)

	4.5: Prevention and Security

	4.5.1 The program shall have activities to identify, interdict, and/or prevent incidents. 

Types of documentation to review:
Secure Documents – shown through interview, title page for placeholder – declassify 
Critical Infrastructure Planning  

Demonstration of process/activities – membership of committees (stakeholders), procedures,  
Committees – fusion centers, critical infrastructure, facilities, joint terrorism taskforce,
Event Planning Groups

Applies to human-caused and natural hazards, Mitigation Plans
Animal Health/Bio issues – documentation/ reporting   

Pandemic Influenza Operations Plan
Infrastructure Protection Plan
Health Services Public Health Response Plan for Bioterrorism
Revised Statutes
BioWatch Plan
BT Operational Plan


	4.5.2 The prevention and security activities shall be based on the information obtained from Section 4.3, threat assessments and other sources of intelligence and shall be kept current.
Types of documentation to review:
Same as above

Focus on the fusion center aspects 

Law enforcement information sharing networks

Homeland Security Strategy
Pandemic Influenza Operations Plan
Infrastructure Protection Plan
Health Services Public Health Response Plan for Bioterrorism
Revised Statutes
Critical Infrastructure Information System
Emergency Response and Recovery Plan
Human-Caused Mitigation Plan
Multi-Hazard Mitigation Plan (Natural Hazards)


	4.5.3 The program shall have a system to monitor the identified threats and hazards and adjust the level of prevention activity to be commensurate with the risk. 

Types of documentation to review:
Fusion center aspects

Phone-tree

Human-caused

Pandemic Influenza Operations Plan
Infrastructure Protection Plan
Health Services Public Health Response Plan for Bioterrorism
Revised Statutes
Critical Infrastructure Information System


	4.6: Planning 

	4.6.1 
The program, through formal planning process involving program stakeholders, has developed the following plans: strategic, communications (see Chapter 4.10), emergency operations, mitigation (see Chapter 4.4), recovery, continuity of operations and continuity of government.  The process addresses all hazards identified in Chapter 4.3 and provides for regular review and update of plans. 

Types of documentation to review:
Homeland Security Strategy
Emergency Management Response and Recovery Plan 
Business Continuity Planning Guide
Continuity Of Government
Communications Plan
Human-Caused Hazard Mitigation Plan
Multi-Hazard Mitigation Plan (Natural Hazards)


	4.6.2 
Plans shall address the following:


(1) Purpose, scope and/or goals and objectives 


(2) authority


(3) situation and assumptions


(4) functional roles and responsibilities for internal and external agencies, organizations, departments positions 


(5) logistics support and resource requirements necessary to implement plan


(6) concept of operations 


(7) plan maintenance

Types of documentation to review:
Homeland Security Strategy
Emergency Management Response and Recovery Plan
Continuity of Operations Plans 
Continuity Of Government
Communications Plan
Hazard Mitigation Plan
Recovery Plan


	4.6.3: 
The emergency management operations/response plan shall identify and assign specific areas of responsibility for performing essential functions in response to an emergency or disaster.  Areas of responsibility include:

Be specific, all 29 elements must be in the plan.  Reference exactly where the 29 items are located within the plan.


	4.6.4 
The recovery plan or strategy shall address short- and long-term recovery priorities and provide guidance for restoration of critical functions, services, vital resources, facilities, programs, and infrastructure to the affected area. 

Types of documentation to review:
Must address/list short and long-term priorities
Pull in law enforcement (Critical Infrastructure/Key Resources), mitigation plans, people

Individual Assistance/Public Assistance and Federal Programs

Emergency Management Response and Recovery Plan
Continuity Of Operations Plans (COOP)
Recovery and Mitigation Plans, Roles and Responsibilities
Recovery Action Plan Template
Recovery Declarations


	4.6.5 Continuity of operations plans (COOP) shall identify and describe how essential program functions will be continued and recovered in an emergency or disaster.  The plan(s) shall identify essential positions, lines of succession and provided for the protection or safeguarding of critical applications, communications resources, vital records/databases, process and functions that must be maintained during response activities and identify and prioritize applications, records, processes and functions to be recovered if lost.  Plan(s) shall be developed for each organization performing essential program functions.  The plans address alternate operating capability and facilities. 

Types of documentation to review:
Continuity Of Operations Plans (COOP)/Business Continuity Plans required for each organization in program for each agency that is identified as a primary – serving as an ESF or working toward essential program function

Continuity Coordinator Training


	4.6.6 The continuity of government (COG) plan shall identify how the jurisdiction’s constitutional responsibilities will be preserved, maintained and reconstituted.  The plan shall include identification of succession of leadership, delegation of emergency authority and command and control.  

Types of documentation to review:
Continuity Of Government (COG) – must be able to be reviewed. If it is classified, work on an executive summary or white paper. Set up an interview with COG Planner.


	4.7: Incident Management 

	4.7.1 The program formally adopts an incident management system.  The system shall include but not be limited to the follow concepts: modular organization, unified command, multi-agency coordination, span of control, common terminology, action planning process, comprehensive resource management, integrated communications and pre-designated facilities.

Types of documentation to review:
NIMS Adoption Ordinance 

Emergency Management Response and Recovery Plan
Monitoring & Review Process for NIMSCAST
Revised Statutes/Governor Executive Orders


	4.7.2 The program shall designate a single point of contact to serve as the coordinator for the incident management system implementation. 

Types of documentation to review:
NIMSCAST Information

Organizational Chart 

Incident Management System/Information System Project Manager (program-wide)

Revised Statutes 
NIMS Memorandum for Record


	4.7.3 The program shall ensure all personnel with an emergency response role receive training on its incident management system. 

Types of documentation to review:
Training Records for those in decision-making positions
Emergency Operations Procedures 

Organizational Chart

Demonstration of Incident Management System Training 

Training Sign-in Sheets (Stakeholders)

Training Course Delivery Policy
Training Flyer
Training Standards


	4.7.4 The program shall ensure that procedures address coordination activities with all personnel with an emergency response role including superior, subordinate, and lateral elements as well as neighboring jurisdictions. 

Types of documentation to review:
Standard Operating Procedures
Emergency Operations Procedures
Organization Chart 

Training and Exercise Policy
Training and Exercise Program


	4.7.5 The incident management system shall include specific organizational roles and responsibilities for each incident management function.  

Types of documentation to review:
See Above

Standard Operating Procedures

Organizational Chart
Master Staff Plan


	4.8: Resource Management and Logistics 

	4.8.1  The program has a resource management system that includes implementing procedures that address the identification, location, acquisition, storage, maintenance and testing, timely distribution, and accounting for services and materials to address the hazards identified by the program. 
Types of documentation to review:
Implementation procedures and how it is achieved

NIMS Resource Typing  with contact lists 

Incident Resource Inventory System (IRIS)
Automated Resource Management/Manager Database

Stakeholders (Reference 4.9) – Access to information and who to call for resources 

Finance (Reference 4.1)

Pandemic Influenza Operations Plan
Emergency Response and Recovery Plan - Resource Management Annex
Logistics Section Standard Operating Procedures
Logistics Chief Checklist
Resource Management and Logistics Plan
Resource Management Assessment
Resource Management Performance Objectives
Tables for Resource Management and Logistics Plan


	4.8.2 Resource management objectives shall be established by conducting a periodic gap analysis. 

Types of documentation to review:
GAP Analysis, Mutual Aid Agreements
Comprehensive Review, After Action Report, CAPs  with a timeframe for process and procedures

Resource Matrix to show needs based upon 4.8.1

Budget requests – investment strategies 

Pandemic Influenza Operations Plan
Resource Management and Logistics Plan
Resource Management Assessment
Resource Management Performance Objective
Logistics Section Standard Operating Procedures


	4.8.3 Resource need and shortfalls are identified by the program and are prioritized and addressed through a variety of initiatives, which include the budget process, executive process, mutual aid agreements, memoranda of understanding, contractual service agreements, or business partnerships and steps necessary to overcome any shortfalls. 

Types of documentation to review:
Resource document: guideline, plan for updates of resource needs, assessment, new equipment/replacement equipment
Look at 2006 standard – write performance measure, mutual aid agreements, should help cover 4.8.2 and 4.8.3

Pandemic Influenza Operations Plan
Resource Management and Logistics Plan
Resource Management Assessment
Resource Management Performance Objective
Logistics Section Standard Operating Procedures


	4.8.4 The resource management system includes procedures that address the following:
Types of documentation to review:
Incident Management System Rollback 

Pandemic Influenza Operations Plan
ESF7 Resource Management
Resource Management and Logistics Plan


	(1) Activating those processes prior to and during a disaster
	Must provide documentation, policy, procedures

	(2) Dispatching resources prior to and during a disaster 
	Must provide documentation, policy, procedures

	(3) Deactivating or recalling resources during or after a disaster
	Must provide documentation, policy, procedures

	4.8.5 The program maintains a system and a plan for obtaining internal and external resources.

Types of documentation to review:
Four main areas: Incident Management System, MOU/MOA, budget, recovery

Stakeholders – cooperators roles and responsibilities
Pandemic Influenza Operations Plan
ESF7 Resource Management
Resource Management and Logistics Plan
Resource Management and Logistics Plan Table
Resource Management Performance Objective


	4.8.6  The program shall have a process in place that accepts, manages and distributes the donation of good, materials, services, personnel, financial resources and facilities, solicited and unsolicited.  The donations management process shall address the coordinating of donations with needs.   

Types of documentation to review:
VOADs/Donations Management Plan
Pandemic Influenza Operations Plan
Emergency Response and Recovery Plan, Donations Management Annex
Resource Management and Logistics Plan


	4.9: Mutual Aid

	4.9.1 The program shall implement mutual aid agreements in plans and/or procedures.
Types of documentation to review:
Revised Statutes
Emergency Management Mutual Aid Agreements
Mutual Aid Compacts
Emergency Response and Recovery Plan, Basic Plan
Resource Management and Logistics Plan
Resource Management and Logistics Plan Table

	4.9.2 The program shall maintain and implement mutual aid agreements, contractual service agreements, memoranda of understanding, and regional and/or other arrangements that provide additional equipment, supplies, facilities, and/or personnel.  

Types of documentation to review:
Look at COOP for backup information

911 Centers

Multiple agency example – county to county, state to state, etc

Regional MOA/MOU – local, county, state/AERS MOU
EMAC/ Mutual Aid Compact
Fire Service/Law Enforcement

NIMS Information 

Alternate Emergency Operations Center IGA
Revised Statutes
Emergency Management Master Mutual Aid Agreement
Mobile Communications Van IGA
RACES Plan


	4.10: Communication and Warning

	4.10.1 The program has developed and maintains a plan to communicate both internally and externally with all stakeholder entities (higher, laterally and subordinate) and emergency personnel; system interoperability has been addressed in the development process.  Communications have been designed for the specific hazards and requirements of the jurisdiction’s potential operating environments, is sufficiently robust to support all components of the response and recovery plans and includes redundancy to provide alternative means of communications in case of failure of the primary systems.  

Types of documentation to review:
Procedures to test, maintain and record keeping – day to day and emergencies

National Weather Service Procedures

911 Center Procedures
Nuclear Power Plant Procedures
Interoperability Plans
Emergency Alert System
Emergency Response and Recovery Plan, ESF #2 Communications
Continuity Of Operations Plans
Pandemic Influenza Operations Plan
Communications Plan


	4.10.2 Communications systems are regularly tested on an established schedule under operational conditions and results documented and addressed. 

Types of documentation to review:
Tests and records (day to day and emergencies) from above mentioned plans and procedures
After Action Reports – Corrective Action Plans
National Warning System (NAWAS) Tests
Emergency Alert System Tests
Communications Systems Test Results/Trouble Tickets
Communicator/Employee Notification Tests

	4.10.3 The program has developed and maintains a plan to initiate, receive, and/or relay warnings to alert key decision makers and emergency personnel.  The capacity has been designated for the specific hazards and requirements of the jurisdiction’s potential operating environments and includes redundancy to provide alternative means of notification in case of failure in primary system(s).  

Types of documentation to review:
See 4.10.1 plans and procedures
If it is not your jurisdiction’s responsibility, provide documentation on who provides warnings
Nuclear Power Plant Response Plans
Alert and/or Siren System
Agency/Organization/Official Call List
Communications Plan
NAWAS Operations and Testing Manual


	4.10.4 Notification systems are regularly tested on an established schedule under operational conditions and results documented and addressed.  Provide resources, personnel, time, financial constraints, documents, etc. to obtain compliance with this standard.

Types of documentation to review:
Tests and records (day to day and emergencies) from above mentioned plans and procedures
Siren Test from Nuclear Power Plant
Communications Systems Tests/ Results/ Trouble Tickets
Communicator/Employee Notification Tests
NAWAS Roll Call Sheets
Notification Alert Network Nuclear Power Plant Tests 


	4.10.5 The program has developed and maintains a plan to disseminate emergency alerts and warnings to the public potentially impacted by an actual or impending emergency and to communicate reliably with the population in its jurisdiction.  Communications have bee designed for the specific hazards and requirements of the programs potential operating environments and include redundancy to prove alternative means of warning in case of failure in primary system(s).  The plan addresses dissemination of alerts and warnings to vulnerable populations as defined by the program. 

Types of documentation to review:
Each program has to define what the vulnerable populations are
Emergency Information Bulletins and Standard Operation Procedures
Emergency Alert System Plan and Procedures
Communications Plan
Siren Operating Manual


	4.10.6 Warning systems are regularly tested on an established schedule under operational conditions and results documented and addressed. 

Types of documentation to review:
Siren Tests from Nuclear Power Plant
Communications Systems Tests
National Weather Service/ NOAA Weather Radio Information

	4.10.7 The program has developed and maintains formal written procedures to ensure personnel familiarity with and the effective operation of the systems and capabilities of the Communications (4.10.1), Notification (4.10.2) and Warning (4.10.3) systems.  These procedures address the specific hazards and requirements of the jurisdiction’s potential operating environments, clearly delineate any decision making processes or triggering events, and are reviewed and updated regularly on an established schedule.  The review/update process is recorded and documented.    

Types of documentation to review:
Communications Plan
Siren Operating Manual


	4.11: Operations and Procedures

	4.11.1 The program shall develop procedures to implement all plans.  
Types of documentation to review:
Jurisdiction must have operations plans and procedures for each hazard listed in Standard 4.3.
Standard Operating Procedures/Standard Operations Guides to implement the plans
Emergency Management Response and Recovery Plan/Health Services Emergency Response Plan
Interagency Dispatch Center Standard Operations Guide


	4.11.2  
Procedures shall reflect operational priorities including life, safety, health, property protection, environmental protection, restoration of essential utilities, restoration of essential functions and coordination among all levels of government.  

Types of documentation to review:
Environmental Quality, Fire, Health, Water, Radiological, Sanitation, Debris Removal
NIMS/Incident Command System Information

Continuity Of Operations Plans
Strategic Plan

Standard Operating Procedures
Emergency Management Response and Recovery Plan/Health Services Emergency Response Plan
Revised Statutes
Interagency Dispatch Center Standard Operations Guide
Individual Assistance Field Guide/Recovery Action Plan Template

Resource Management Assessment 

Resource Management Performance Objectives

Human-Caused/Multi-Hazard Mitigation Plan



	4.11.3
Procedures will be applicable to all hazards identified in the program’s Hazard Identification and Risk Assessment.  

Types of documentation to review:
Standard 4.3 for list of hazards
Standard Operating Procedures
Emergency Management Response and Recovery Plan/Health Services Emergency Response Plan
Interagency Dispatch Center Standard Operations Guide
Recovery Action Plan
Human-Caused/ Multi-Hazard Mitigation Plan

	4.11.4
Procedures shall be developed to guide situation and damage assessment, situation reporting and incident action planning.  

Types of documentation to review:
Program Standard Operating Procedures/Guides 

Debris Management, if you don’t do it, state who does
NIMS guidelines – procedures
Interagency Dispatch Center Standard Operations Guide
FEMA - Incident Command System Review Material
Individual Assistance Field Guide
Preliminary Damage Assessment Template
Recovery Action Plan Template


	4.12: Facilities 

	4.12.1 The program has a primary and alternate facility capable of coordinating and supporting sustained response and recovery operations consistent with the program’s risk assessment. 

Types of documentation to review:
Primary and alternate- tests, plans, procedures, MOU/MOA, maintenance 
Demonstration of Alternate with procedures

Continuity Of Operations Plans/Continuity Of Government
Resource Management Plan

Standard Operating Procedures
Revised Statutes


	4.12.2 The program has established and tested procedures for activation, operation, and deactivation of primary and alternate facilities. 

Types of documentation to review:
Test results
After Action Report - Improvement Plan


	4.13: Training 

	4.13.1 The program has a formal, documented training program composed of training needs assessment, curriculum, course evaluations, and records of training.  The training needs assessment shall address all personnel with responsibilities in the program, including key public officials. 
Types of documentation to review:
Advisory committee for assessment
Training section-jurisdictions, UASI, Internal Core Training Requirements
Training Management System

FEMA/DHS Approved training, EMI, vendors, other federal courses
Local/county/state training program 
Example of training needs assessment/TCL Training Needs Assessment

Guidance documents/NIMS/training policy/Revised Statutes
Course Bulletins

	4.13.2 Emergency personnel receive and maintain training consistent with their current and potential responsibilities.  Specialized training related to the threats confronting the jurisdiction is included in the training program.   

Types of documentation to review:
Demonstrate training received
National training centers - EMI, Anniston
Position Job Descriptions/Qualifications
Organizational Charts  

Training on program activities for stakeholders 

Course Summary Reports
Revised Statutes/Codes
Training and Exercise Policy


	4.13.3 Training is regularly scheduled and conducted in conjunction with the overall goals and objectives of the program.  Training is based on the training needs assessment, internal and external requirements and mandates (i.e. NIMS) and addresses deficiencies identified in the corrective action program.  

Types of documentation to review:
Training Calendars, Corrective Actions

Exercise After Action Report and Implementation Plan
Course Summary Reports
Core Training Requirements
Revised Statutes
Courses and Independent Study Level Courses
NIMS Implementation Activities
Training and Exercise Policy


	4.13.4 Records are maintained of the training program including names of those who received training, the types of training planned and conducted, names and qualifications of trainers.  The length of time training records will be maintained shall be specified in the training program.    

Types of documentation to review:
Instructor Data List
Training Course Delivery Policy
Revised Statutes
Courses and Independent Study Level Courses
Flyers/Brochures
Student Training Records/Training History Example


	4.14: Exercises, Evaluations and Corrective Actions  

	4.14.1 
A documented exercise program is established that regularly test the skills, abilities, and experience of emergency personnel as well as the plan, policies, procedures, equipment and facilities of the jurisdiction.  The exercise program is tailored to the range of hazards that confronts the jurisdiction.   

Types of documentation to review:
Standard 4.3 for list of hazards
Homeland Security Exercise and Evaluation Program (HSEEP)
NIMS

Training and Exercise Policy
Training and Exercise Program
Health Services Master Exercise Calendar
Revised Statutes
Multi-Year Exercise Program


	4.14.2  
The program shall evaluate program plans, procedures, and capabilities, through periodic reviews, testing, post-incident reports, lessons learned, performance evaluations and exercises.  The products of these reviews are documented and disseminated within the program and to key stakeholders and selected partners.

Types of documentation to review:
Homeland Security Exercise and Evaluation Program (HSEEP)
NIMS
Training and Exercise Policy
Health Services - Healthcare Preparedness Program Funding Opportunity Announcement
Executive Summary for Tabletop, Functional or Full Scale Exercises
After Action Reports
Multi-Year Exercise Program Guidance/Policy
Nuclear Power Plant Exercise Report

	4.14.3
The process for corrective actions shall be established to prioritize and track the resolution of deficiencies in real world and exercise events and to revise the relevant program plan.  Provide resources, personnel, time, financial constraints, documents, etc. to obtain compliance with this standard.

Types of documentation to review:
Corrective Action Program/After Action Reports- change of plans, training, test again
Exercise After Action Reports and Implementation Plans
Exercise Program White Paper
Training and Exercise Policy
Health Services - Healthcare Preparedness Program Funding Opportunity Announcement



	4.15: Crisis Communications, Public Education and Information 

	4.15.1  The program develops and maintains a documented plan and procedures for its public information function.  The public information plan is designed to inform and educate the public about hazards, threat to public safety and risk reduction through various media.  Public information programs are capable of providing timely and effective information to protect public health and safety, including response to public inquiries and rumors.  Protocols are developed to interface with public officials and VIPs.  Procedures include a process for obtaining and disseminating public information materials in alternative formats.
Types of documentation to review:
Population base-communication
Website information: health, law enforcement, Transportation, Public Works, etc
Log activities by calendar, agenda, picture, fliers
Emergency Operations Procedures
Standard Operating Procedures/Standard Operating Guides
Mitigation Plan

Health Services PIO Crisis Communication Plan
Emergency Information Bulletins Standard Operating Procedures
Pandemic Influenza Operations Plan
ESF15 External Affairs
Executive Orders
Governor’s Executive Orders/Proclamations
Joint Information System and Joint Information Center Standard Operating Procedures
JPIP – Nuclear Power Plant Procedures
Phone Interpretation Quick Reference Guide
Nuclear Power Plant Offsite Response Plan


	4.15: Crisis Communications, Public Education and Information 

	4.15.2 
The program shall establish a disaster public information capability that includes:

Must have all to be compliant 

Types of documentation to review:
Health Services PIO Crisis Communication Plan
Pandemic Influenza Operations Plan
Boilerplates
ESF15 External Affairs
Information Clearance Form
JPIP – Nuclear Power Plant Procedures
Press Release Process
Nuclear Power Plant Offsite Plan
Standard Operating Procedures


	(1) a central contact facility for the media; 
	

	(2) pre-scripted information bulletins; 
	

	(3) method to coordinate and clear information for release; 
	

	(4) capability of communicating with special needs populations;
	

	(5) and protective measure guidelines.
	

	4.15.3
Procedures are in place and tested to support a joint information system and center.

Types of documentation to review:
Testing Results and Corrective Actions
Health Services PIO Crisis Communication Plan
Pandemic Influenza Operations Plan
ESF15-External Affairs
JPIP – Nuclear Power Plant Procedures
Media Advisory - Media Statements
Standard Operating Procedures


	4.15.4
The program has designated and trained spokespersons qualified to deliver the program’s message, appropriate to hazard and audience.

Types of documentation to review:
List Trainings Offered/Upcoming
Health Services PIO Crisis Communication Plan
Pandemic Influenza Operations Plan
ESF15-External Affairs
JPIP – Nuclear Power Plant Procedures
Standard Operating Procedures

	4.15.5
The program provides for information and education to the public concerning threats to life, safety and property.  These activities include information about specific threats, appropriate preparedness measures and actions to mitigate the threats including protective actions.  Public outreach activities are initiated to ensure that diverse populations are appropriately advised.
Types of documentation to review:
Trained spokesperson
Public outreach – calendar of events, handouts, materials, presentations 
Brochures, CDs, Fliers
Program Website
Health Services PIO Crisis Communication Plan
Citizen Handouts
Emergency Information Bulletins Standard Operating Procedures
Pandemic Influenza Operations Plan
ESF15-External Affairs
Joint Information System and Joint Information Center Standard Operating Procedures
JPIP – Nuclear Power Plant Procedures
Just in Case Brochure English and Spanish
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